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JOB ANNOUNCEMENT
TITLE:   



Property Management Accountant

HOURS OF WORK:   

Full Time, M- F
LOCATION:  


4520 N. Central, Suite 600

CHAIN OF AUTHORITY:

Board of Directors






CEO






CFO






Controller

MISSION:

Improving the lives of Native American individuals and families through culturally appropriate behavioral health, affordable housing, and community development services

POSITION SUMMARY:

Performs all routine and medium complexity accounting functions for NAC.  Work closely with Property Management Director, Development Director, Asset Manager, and two external audit firms.

RESPONSIBILITIES:

· Perform accounting duties for 15 properties, including preparation of timely monthly financial statements.

· Journal Entry preparation

· Timely monthly general ledger account reconciliations for all accounts.

· Cash Flow Forecasting

· Verify general ledger codings of accounts payable and accounts receivable clerks.

· Timely filing of required monthly financial reports to outside parties.

· Supervise Payroll preparation, data entry and payroll general ledger postings for all employees

· Other Duties as assigned 

EDUCATIONAL REQUIREMENT:

· Bachelors Degree in Accounting.
WORK EXPERIENCE/SKILLS REQUIREMENT:

· 5 years of property management, development/construction accounting experience preferred

· Experience with multiple units and intercompany transactions preferred.

· Experience in Yardi software prefered

· Possess demonstrated organizational skills and attention to detail

· Must possess good analytical skills

· Must keep all information strictly confidential.

· Excellent communication skills – written and oral
· Experience in working with the Native American population preferred
· MS Office skills, particularly spreadsheet and word processing skills and the ability to learn and utilize accounting software

· Experience in working with the Native American population preferred
FAIR LABOR STANDARDS ACT: 

This position is considered to be Non- Exempt for overtime pay provisions as provided by the Federal Fair Labor Standards Act (FLSA) and any applicable state laws.  Non-Exempt employees are entitled to overtime pay for hours worked in excess of forty (40) hours per workweek. 

BENEFITS:
Native American Connections offers: a competitive salary and comprehensive benefits package including medical, dental, life, accidental death and dismemberment, 401K, training programs and time off programs for all regular, full-time employees. 
NATIVE AMERICAN PREFERENCE:  
Preference is given to qualified Native American Applicants in accordance with the Indian Preference Act.  If claiming a preference, a copy of valid documentation must accompany the employment application.
EEO/AA
TO APPLY:  Send resume or complete application:  NAC, 4520 N. Central, Suite 600, Phoenix, Az 85012; fax to 602-256-7356 or email to m.stilwell@nativeconnections.org
“Changing Lives… Building Healthy Communities”

[image: image1.jpg]
4520 N. Central Avenue, Suite 600   Phoenix, Arizona 85012   (p) 602.254.3247   (f) 602.256.7356   www.nativeconnections.org
P:\Forms\Letterhead.doc

